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From the Home tab, 

click “Universal Profile.” 

From your Bio screen, 

click “Actions.” 
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From the Actions 

screen, locate the goal 

you wish to update, . . . 

. . . and click 

“Manage.” 

Update the progress 

on tasks in each 

progress box. 
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When you click 

“Save”, the goal and 

task progress update. 

When you click 

“Save”, the goal and 

task progress update. 

When you click 

“Save”, the goal and 

task progress update. 

Note: If you update your goal progress to 100%, the system will consider the goal 

complete. It will, therefore, no longer be listed on your Actions screen. 


